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Padasali Street,Near Kali amman Kovil

Eacheneri

Coimbatore – 641021

Mobile No: 9363280684  
Email   : divyadivyanatarajan@gmail.com
Career Objective

To work in a challenging and stimulating environment with opportunity to use my current experience and to enrich my knowledge for my Career Development. I wish ever to contribute my knowledge towards the achievement of organizational goals.
Professional Experience

       I.  Company Name 

: 
Aparajitha Corporate Service Pvt Ltd - Madurai
Job Post


:
HR compliance with Admin – Executive 

Company Details

: 
Labour Law (HR Compliance Services)

Job Period


: 
18th July 2014 to 08 Nov 2019
      II. Company Name 

: 
Kenmore Shoes India Pvt.Ltd -Chennai

Job Post


:
HR & Admin – Sr.Executive

Company Details

: 
Manufacturing Industry
Job Period


: 
November 2019 to Sep’ 2020

      II. Company Name 

: 
Pioneer Group - Chennai
Job Post


:
HR & Admin – Asst. Manager

Company Details

: 
Manufacturing and Service Industry

Job Period


: 
October’2020 to May’2022
      III. Company Name 

: 
Emerald Jewel Industry India Limited -Covai

Job Post


:
HR      Senior
Assistant                                                                                            Company Details

: 
Jewel Manufacturing Industry

Job Period


: 
July 2022 to January 2024
   IV. Company Name 

: 
Ge Oil & Gas (Supporting Staff of Aparajitha) - Covai
Job Post


:
HR - Sr. Officer  

Company Details

: 
Valve Manufacturing 
Job Period


: 
February 2024 to July 2024
   V. Company Name 

: 
Hansem Building System India Pvt Limited - Covai
        Job Post


            :
HR & Admin - Sr. Officer  

       Company Details

: 
Steel Manufacturing cum Construction
       Job Period


: 
August 2024 to Still
KEY RESPONSIBILITIES:

1. Statutory Compliance 

· Prepare and Maintain Statutory Records (Forms, Registers, Periodical Returns) pertaining to PF, ESI, WC, PTAX

· Directorate of Industrial Safety & Health department and Coordinate with Govt. authorities.

· ESI & PF code Generation & UAN, ESI number generation, Monthly ESI and PF contribution making and uploading the data online in ESI and PF and Make Payment with effected Date. 
· Submitting ESI, PF and Insurance Related Forms Directly 
· Submitting PF claim and EPS forms
· Coordinate with PF Officers for PF Related Queries.
· Handling IR activities
· License & CLRC Registration & Renewal Process

· Plan Amendments submitting DISH office

· Vendor License & Agreement Preparation

· Submitting Annual Return & Bonus Return

· Prepare and submit Form 8B for Pressure Vessels

2. Payroll
· Monthly Payroll process of Managerial, Executives, Staff and Workers (including Apprentices) and periodical salary review, OT & Sunday working Salary process.

· Verification of employee’s attendance with Time Office and making the payroll process. Recoveries (Loan & Advance and Other Deduction) from the concerned employee’s wages. process on time and send to Accounts to release the salary.

· Salary Revision Process.

· Update Holidays Salary and EL / CL Salary Process for Year Ending

· Bonus Payment Process

3. Others

· MIS of Executives, Staff & Workmen daily attendance / leave details (Department wise) to Management.

· MIS of weekly employee turnover report to Management.

· MIS of Training program details to Management.


· Coordination in implementation of HR services, HR policies, and other programs in the organization.

· Providing HR advice and support to line managers and employees, explaining procedures and policies. 

· Contractor Auditing.  
· Organize Employees Motivation and Encasement Programs 
· Organize Meeting with Committee members
· Recruitment Process 

· Uniform & other Requirement process 

· Maintain Accident Report

· Directly Handling Government Authorities 

· CUG Allotment

· Employees Performance Management Process
· File Maintenance ,Conducting Training and Development Programs.
· Gratuity & Settlement 

· LIC  Policy Maintaining, Covering Employees for Medical Insurance, and etc.
KEY SKILLS:

· Successfully handled all division HR activities of around 7000 company employees and 500 contract and migrant Employees , Company and Contract Employee’s ESI, PF, WC, Welfare and Medical benefits compliance..

· Excellent Proficiency with Computer (MS Office -Excel, Word, PowerPoint, Internet ,DTP, Tally etc.,)

· Conduct Employees Grievance meeting, Analysing and Solve Employees Problem   Officially and Personally
· Don Admin Activities 

· Co ordinate with Other Team Managers and Head 
· Create good rap out from Employees and Management 

Educational Background
PG. Degree

: 
MLM (Labour Management)  - 2020

University

: 
Madurai Kamaraj University

Percentage

: 
80 %
· Degree


: 
B.Com (Computer Application) - 2014

Institute


: 
St. Georges Jeyaraj Chelladurai College of Arts and Science.

University

: 
Madurai Kamaraj University

Percentage

: 
64 %
· Class


: 
12th Standard

Institute


: 
Govt. Girls. Hr. Sec. School Mahapupalayam, Madurai

University/Board

: 
State Board of Tamil Nadu

Percentage

: 
71 % 
· Class


: 
10th Standard

Institute


: 
Govt. High School, Podhumbu, Madurai

University/Board

: 
State Board of Tamil Nadu

Percentage

: 
61 % 

Personal Info

Date of Birth

: 
18/07/1992

Languages 

: 
English(R/W/S), Tamil(R/W/S)

Native


: 
Tamil Nadu

Hobbies 


:
Arts and Crafts

Marital Status           
: 
Single

Declaration

I hereby declare that all the information’s given above are true to the best of my knowledge. 

Date:                                                          

Place:   



 (Divya.N)         

